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EDITORIAL DEPARTMENT NOTE 


This issue of the Bulletin contains two interesting case studies 
showing the application of industrial accounting techniques to meet 
specific problems. The first article describes a method of accounting 
oe the cite of tus b radio broadcasting stations, while the second 


explains how the aod of controlling returnable containers has 
been solved by one com 

The author of our st artic William D. Wagner, is a native 
Iowan, educated in the pub of Davenport, lowa, and at 


Iowa State College. His mete business experience was gained i in the 
field of bank accounting and auditing with the First National Bank 
of Davenport from 1 to 1929. was followed by four years 
as a public accountant with the firm of Ernst & Ernst. In 1933, 
Mr. Wagner joined the Central Broadcasting Company and affiliated 
Tri-City Broadcasting Com as Auditor, the position he now 
holds. Since its formation, Mr. Wagner has been active in the man- 
agement of the Tri-Cities Chapter, which he is currently serving 
as President. 

Our Second article is by William James Taylor, Office Manager 
of the Virginia Smelting Company of West Norfolk, Virginia. 
Prior to joining his present company, =, Taylor had eighteen years 
of diversified rience in m metallurgical accounti 
From 1921 to 1 te sheik tp Crocae Fame Comer Oop. 
Peru in various Positions from Cost Accountant to As- 
sistant General Auditor. is was followed by three years as Metal- 
rey: Accountant for the Waite Ackerman Montgomery Mines, 

of Noranda, Quebec, and seven years as Metallurgical Ac- 
countant and Works Auditor for the Consolidated Copper & Sulphur 
Co., of yk ~ With his present company since A... Mr. 
Taylor has led special —— PL ae oe super- 
vised enforcement of office ith accounting. 
In this connection he has made a 5 eae ow ed of accounting for 
and controlling containers. 





Articles published in the Bulletin present many different viewpoints. 
In ee an on heen & are oem’ Se soe Oe 
pressed, but is endeavoring to provide for its members material which 
will be helpful and stimulating. Constructive comments are wel- 
comed and will be published in the Forum Section of the Bulletin. 
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NATIONAL ASSOCIATION OF 
COST ACCOUNTANTS 


Jory 15, 1944 

















RADIO BROADCASTING STATION ACCOUNTING 


By William D. Wagner, Auditor, 
Central Broadcasting Co., Davenport, Iowa 


Introduc ion 

HE. generai public, including those connected with the account- 

ing profession, give little thought to the radio broadcasting 
industry other than the entertainment, news, and other informa- 
tion received from it through the medium of their radio receiving 
sets. Because their only cost for the finest of music, drama, and 
entertainment is the original cost of a radio receiving set which 
can be purchased for as little as ten dollars and operated for a 
few cents a month, they do not think that behind the sounds com- 
ing from their receiver is an industry with problems of accounting 
just as difficult and intricate as those of a large manufacturing 
plant. A radio broacasting station has cost, production, advertis- 
ing, selling, sales promotion, and other problems the same as other 
business establishments. It also has an accounting department 
through which all these problems must eventually pass. 

Probably a good sized volume would be required to cover all 
the phases of radio broadcasting station accounting, but this article 
will deal mainly with what is possibly the most important problem 
—accounting for the sale of time. 


Development of Radio Broadcasting Station Accounting 

Radio broadcasting started as an experimental toy or plaything. 
Stations were operated by individuals, by companies who were 
venturing into the manufacture of radio equipment, and by other 
companies for the goodwill value they could derive by the station’s 
call letters, supplemented by the company name. 

In those early days companies operating radio broadcasting 
stations had one or possibly two accounts in their accounting sys- 
tems for radio. Those with only one termed it “radio expense” 
and into that account went all expenditures connected with radio, 
including expenditures for plant equipment. The ones with two 
accounts had in addition to “radio expense” an asset account 
“radio equipment” into which was charged all purchases of radio 
equipment on which depreciation was charged along with other 
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fixed assets. Individuals operating stations had no accounts as all 
expenditures were wholly personal and not of a business nature. 








Then dawned a new era, the beginning of what has developed divic 
into one of the nation’s largest industries—advertising via the | dura 
air waves through the medium of commercial radio broadcasting furtl 
stations. Companies which at the birth of this new industry spent new: 
only a few dollars on radio advertising are today spending mil- into 
lions to advertise products in the same manner. Networks were trica 
formed to produce shows for advertisers to be fed to individual made 
stations simultaneously over telephone lines. This was known as whet 
chain broadcasting. (2) 
Out of this new development grew another account “sale of they 
time,” which companies operating radio stations added to their sold 
accounting systems. The individuals who took up this new enter- 
prise found themselves in business. They in turn had to account Class 
for sales, expenses, and capital expenditures. From sole propri- Tt 
etorships sprang partnerships and corporations. And as the in- Ther 
dustry grew, so grew the accounting practices and procedures un- or pi 
til today that phase of the radio broadcasting industry is just as techn 
important as it is for the largest manufacturing, wholesale, or the s 
retail industries. trans 
Radi . ne) depa: 
io Station Accounting in General with 
The individual radio station in its accounting procedure must Th 
take into consideration two factors: first, what it should know in of o 
order that operations can be successful and profitable and, second, the f 
information regarding operations which must be furnished an- lines 
nually to the Federal Communications Commission which licenses ment 
all stations and under whose jurisdiction they operate. other 
From these two factors has evolved a somewhat standard system local 
of accounting for radio broadcasting stations. The asset and lia- exper 
bility accounts are virtually the same as for any other enterprise Int 
with the exception that plant accounts must reflect assets which are c 
are devoted exclusively to broadcast purposes and those which cial 
are not. This is for the information of the FCC. gram 
Income or sales accounts are broken down by type of income point 
or sales such as sale of time, sale of talent (which is the sale of recor 
services of persons appearing on programs), sale of news service, adver 
sale of wire facilities, etc. Sale of time can be subdivided to show Th 
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the type of broadcasting sold, such as time sold to networks and 
time sold by the station’s own sales organization. The latter is 

































| divided into sale of time programs, which are those of five-minute 
le duration or longer, and announcements. Time programs can be 
§ further subdivided to show the type of program such as live talent, 
it news, or electrical transcription. Announcements can be divided 
l- into live announcements (those given by an announcer) or elec- 
e trical transcription. A further breakdown of sale of time can be 
ul made into the class of advertising, namely, (1) national sales, 
Ss where the advertiser’s products are sold on a national basis; 
(2) regional sales, where they are not national, but neither are 
f they sold only locally ; and (3) local sales, where the products are 
ir sold only locally. 
t Classification of Costs 


7 The expenses of radio stations are generally departmentalized. 
7 There are usually four basic departments—technical, production 
r or program, sales, and administrative or general. Frequently the 
s technical department is divided into the technical department at 
r the studios (studio control room) and technical department at the 
transmitter, when the locations are separate. Many radio stations 
departmentalize the newsroom operation instead of including it 
with the production department. 


t The cost of sales of a radio broadcasting station are the costs 
n of operating the technical and production departments. Under 
, the former are included the cost of power, telephone transmission 
lines rental between the studio and transmitter, repairs to equip- 
s ment and transmitter building, including tube replacements, and all 


other direct expense chargeable to that department. Depreciation, 
local taxes, and insurance are included in administrative or general 
expenses. 

Into the production department, in addition to direct expenses, 
are charged such expenses as talent (both that used on commer- 
cial and sustaining programs, the latter being unsponsored pro- 
grams), rental of program telephone lines from the studio to the 
point of program pickup, electrical transcription services, music, 
records, copyright fees, news service, and station and program 
advertising and promotion. 

The great majority of the items of expense in these two depart- 
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ments are controllable, so that cost of sales can be regulated. How- 
ever, all of the expenses are fairly stable with the exception of tal- 
ent, copyright fees, and program promotion. Talent expense de- 
pends on the type of operation of the station—whether or not it 
produces a great number of locally-built live talent shows, makes 
use of transcription services, or carries a number of network 
shows. Copyright fees are usually based on a percentage of the 
receipts from the sale of time so that this expense will vary in 
proportion to the volume of that type of income. Program pro- 
motion expense depends upon how much management deems it 
advisable to promote listener interest in other ways than through 
programs. 

To the sales department are charged those expenses which are 
directly attributable to the sales of the station’s facilities. Admin- 
istrative or general expenses are those which cannot be charged 
directly to any other department and include all depreciation, insur- 
ance, and taxes other than income taxes. 


Cost and Selling Price 


Most individuals would think that because of the determinable 
amount of cost of sales that a cost per unit of time of operation 
could be determined and selling rates predicated on such costs. 
However, this would not be practical as a basis for establishing 
rates. Expenses which go into cost of sales are on a weekly or 
monthly basis, such as salaries and the cost of services used. They 
are blanket for the week or month and do not pertain to any 
length of time nor are they assignable to any specific hours of 
the day or night. If a station has a cost of sales rate which aver- 
ages $100 per hour of operation, the fractional parts of the hour 
would be in direct proportion, regardless of day or night. On this 
basis the cost of sales of % hour would be $50, %4 hour $25, 5 
minutes $8.33 1/3, 1 minute $1.66 2/3, and 30 seconds $.83 1/3. 
If a station used these figures and attempted to base its rates 
on such time costs, it could not operate very long because the 
rates charged for certain lengths of time would be prohibitive 
to the advertiser, and rates for other lengths of time would not 
produce enough income to overcome the prohibitive rates. 

Rates at which a station sells its time must be based on other 
factors, and cost of sales, and selling and administrative expenses 
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must be governed by income. The factors which enter into the 
rate promulgation are many. The main ones are: the power of 
the station and the frequency (kilocycles) at which it operates, 
the population and potential listening audience both in the area in 
which the signal strength of the station is greatest and that with- 
out, the type of audience it primarily serves (urban or rural), 
whether or not it has a network affiliation, and the potential listen- 
ing audience at different times of the day and night, on week days 
and Sundays. 

The internal audit controls covering receipts, disbursements, and 
purchases by a radio broadcasting station are comparatively sim- 
ple and correspond to the controls used in other industries. How- 
ever, the selling of time in units, varying from 30 seconds or the 
length of time it takes to say 20 or 30 words to one hour, repre- 
sents a problem unique in nature and is well deserving of a very 
thorqugh check. It is of such vital importance in the successful 
operation of a radio broadcasting station that the balance of this 
article will take up that subject in detail. 

The method of internal audit for sale of time which follows has 
been developed through practical experience with three types of 
radio broadcasting stations—a high-powered clear channel, a me- 
dium-powered regional, and a low-powered local. It can be 
adapted to any radio broadcasting station with modifications to 
fit its own particular needs. 


Sales 


A commercial radio broadcasting station is an advertising me- 
dium. The primary product which it sells is time and in the in- 
dustry this product is known as “sale of time.” Any other services 
sold are a result of the sale of time. Typical supplemental services 
are sale of talent such as the services of musicians or dramatic 
talent used on programs, services of special announcers other than 
those on the staff of the station, sale of news service, sale of tran- 
scription service, subrental of communication lines used on pro- 
grams originating at places other than the studios of the station, 
and sale of transcriptions made of programs and announcements 
for advertisers. 

Time, the primary product sold, is tangible and yet very intan- 
gible. If time which has been sold to an advertiser slips by with- 
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out being accounted for, it is dollars lost; if time which has not 
been sold is used by an announcer or authorized by someone for 
a commercial announcement (which means an announcement for 
which the radio station should receive income) for their own 
personal gain, it is dollars lost. In connection with the latter, un- 
scrupulous announcers have been known to slip in announce- 
ments for business establishments for which they personally re- 
ceived a pair of shoes, a hat, a suit of clothes, a watch, or some 
other article they desired. Therefore, it is highly important that 
an accounting should be made for each second the radio station is 
in operation. 


Rates 


Radio station time is divided into two main classifications—-com- 
mercial time and sustaining time. The former is time which has 
been sold to advertisers, and the latter is time which is filled gt the 
radio station’s expense either because it cannot be sold or because 
of programming reasons it should not be sold. Commercial time 
is sold in two ways—programs or announcements. The former 
classification is divided into time elements of hours, half hours, 
quarter hours, ten minutes, and five minutes. The latter is divided 
into one minute, thirty seconds, two hundred words, one hundred 
words, sixty-five words, and thirty words. A radio station issues 
rate cards which quote the charges for each of the time divisions 
or word divisions above. These are basic rates which are charged 
for programs and announcements. From these basic rates, dis- 
counts are allowed for quantities used. Programs and announce- 
ments are never coupled in considering quantity discounts earned, 
although different types of programs are considered together as 
well as different types of announcements. Usually the quantity 
discounts allowed from the basic rate is 5 per cent if at least 13 
are purchased, 10 per cent for 26, 15 per cent for 52, 20 per cent 
for 100, and 25 per cent for 250, 300, or more. 

When time is sold to an advertiser it is usually sold in either 
of two ways—at the basic rate with quantity discounts allowed as 
they are earned or at the discount rate for the number of times 
the programs or announcements are sold. It is the accounting 
department’s duty to see that quantity discounts are allowed as 
earned by an advertiser and to see where an advertiser cancels 
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tt part of the time bought at the discount rate, that he is “short- 
if rated” to the actual rate he has earned. 
: The Sales Department’s Responsibilities to the Accounting Depart- 
- ment 
.- The sales department sells an advertiser, usually through an 
: advertising agency (which receives 15 per cent of the amount 
e the station charges for time), a schedule of programs or announce- 
at ments which are to be broadcast on definite days at definite times. 
is The agency either sends its own form of advertising contract to 
be accepted by the station or the station sends its form of contract 
to be executed by the agency on behalf of the advertiser. There 
is little if any difference in the forms, as they usually have certain 
- standard clauses which have been jointly approved by the Ameri- 
aS can Association of Advertising Agencies and the National Asso- 
1e ciation of Broadcasters. If the station’s contract form is used, 
se it is made out in quadruplicate. After execution by the parties 
1€ concerned, the original is retained by the sales department, one 


copy is retained by the agency, one copy goes into the station’s 
S, correspondence file under the adveftiser’s name, and the remain- 
ed ing copy is forwarded to the accounting department. If the agency 
ed form is used, three copies are made out on the station’s form 
which contain the same terms as the agency’s. One copy is attached 


ns to the agency contract, one goes into the station’s correspondence 

file under the advertiser’s name, and the remaining copy is passed 
is- on to the accounting department. One important element must be 
e- kept in mind throughout this whole system and that is that rec- 
od, ords are maintained in the name of the advertiser and not in the 
as name of the advertising agency until the billings are completed 
ity and then the account receivable is maintained in the name of the 
13 advertising agency to whom the station looks for payment for the 
nt services rendered. 





The sales department next makes out copies of “Schedule In- 
formation,” which go to the continuity department, publicity de- 
partment, program department, electrical transcription department 
if that type of program is involved, and to a clerk in the sales office. 
This information schedule contains all the rate and time informa- 4 
tion appearing on the signed contract. * 

From this record the clerk in the sales department fills out a 
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Monday 
_8;00 AM x x x 
8:15 AM x x x ES SEER “f 
x x x x 
7:50 PM x x x x 
Advertiser ._.X72 Soap Company Originating at... 
Agency As B.C. Advertising Agency ; Discount 8S earned 


Address New York, No Yo 





pa >a. tI 


7. 


Commences August 1, 2°42... ss Expires Sn 
$2&.00 Day Discounts as earned aS <" 
Pays’ 46,00-Ni pnt MOR IKI IARI ISSA TAOS XxX252x 











REMARKS: In the event announcements cannot be broaicast at the 
times specified above, station shall broaicast them at the 
nearest available time. 








Exuuirt 1 


CENTRAL BROADCASTING CO. 


Page. 3. Date August 31, 1942 
Ger | "er | =o co 
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card similar to Exhibit 1, which also gives rate and time informa- 
tion. The cards are placed in a file which is made up by days of the 
week, The clerk who has this card file makes up each day a “Com- 
mercial Report,” Exhibit 2, which lists all advertisers alphabetically 
showing the agency, the charges for that day, and the time for 
which the programs or announcements are scheduled, and sends 
the report to the accounting department. The card file as stated 
above is in day of the week form. If an account runs only one 
day per week, say Sunday, the card stays in the Sunday file. If it 
runs daily, the card is moved to Monday after making up the Sun- 
day report, etc. The cards under each day of the week are filed 
alphabetically by advertisers. 

The program department, as the name signifies, has charge 
of all program time. Each day they make up a master work sheet 
for use with a duplicator machine, listing all the programs for the 
succeeding day. This work sheet, in addition to giving information 
as to the announcers handling the programs and the studios in 
which the programs originate, shows symbols designating the types 
of programs. There are four types: chain (network) commercial, 
chain sustaining, local commercial, and local sustaining, designated 
by the symbols CC, CS, LC, and LS respectively. This master 
copy of the work sheet is then sent to the clerk in the commercial 
department who inserts the announcements and the time at which 
they are to go on, placing after the announcement the symbol ET 
if the announcement is to be electrically transcribed. This is for 
the information of the radio control room technicians who must 
play the transcription on a turntable which a layman would prob- 
ably call a phonograph. Copies of this work sheet ‘are then made ‘ 
and given to the announcers and engineers so they will have a 
schedule of their day’s work before them. A sample work sheet 
appears as Exhibit 3. 
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| The Technical Department’s Responsibilities to the Accounting 
7, Department 
oo “| 
a The control room of a radio station is manned by radio techni- 
oo cians, two or more being on duty at all times while the station 
— is in operation. One of the technicians is at the controls working 
a the program in progress, using the work sheet mentioned above 






as his guide. As the program or announcement listed on the work 
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Monday, Aucust 31, 1942 








for 











rox te | porte | ser proenam vhs Tre | © T.me | Coos | smouncen 
§:30 Voice of Temperance < su”, ET 57 | Le | Dick 
5:45 Pop Stover & Gang = CHC /, ar e2| Lc . 
6:00 Heaven & Home Hour - Br} 68S; tc; * 
6:15 Pamiliar Melodies / ir wu}; * 
6:30 War 3ond announcement at Ti Ls a 
6330 Pare News = 3 // ti 
6:45 Jerry & Zelda + RD Lc} Den 
7:00 Serap Drive announc J Ls ® 
7:00 NBC | Alex Dreier, ews - SO cc; * 
118 Tek (Johnson & Johg’son Y wi * 
7:15 Time to Shine - GC BT Le ° 
7:30 Iowa Packing Co. - News - 1 ef | Dick 
7:45 Uncle Stan - LOM “w; * 
6:00 XYZ Soap Co. aT Ali lc bad 
8:00 Edith Dunham heber - YB/ BT Lc | Dan 
6:16 XYZ Soap co. / er |» a2/ Le ® 
6:16 Bill Austin at the wD LS | Dick 
6:30 XYZ Soap Co Er] as; lc : 
6:30 2YK Melodiers - 2 LC | Stan 
6:45 Aunt Jemima - QO f Br T3/ tc ¥ 
8150 Iowa Ramblers LS | Dan 
93:00 The Buckeroos J Br | 266) Ls a 
9:10 Continental Baking Co. Br | sli le ad 
9:15 Peters Chickadees - PHC / LC | Stan 
9:26 Transcribed Interlude ET is; ° 
9:30 wee ce S 
ce 


9:45 











Help Mate - CPC J 
/ 


Lone Journey - P & G. 





























sheet goes on he checks it on the work sheet. Another technician 
on duty is keeping the station’s “log.” This log is a working account 
of what is being broadcast each second of the day by the station. 
The log is required by the Federal Communications Commission 


Exuisit 3 
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WHO ‘CENTRAL BROADCASTING COMPANY WHO 
CONTROL ROOM PROGRAM LOG SHEET wndey 
=o Engineers... .Snyder.-.Gwynn = Doonan Page. .2 Date August 51, 1942 
vod 7 
amen ‘Time On Time O@ 
om juxlenc| “sm | Ane PROGRAM FEATURES AND INTERRUPTIONS Pose" | rams =| Vale | lene 
] 6 |00 | 00 Snyder & Gwynn on duty is/ 
28|35| ADA | INA | National Anthem Music ET /y29 | 48 
' 29 |} 50) * SA Sign.on as per FCC - Time Talk stu Ls‘/$0 | 10 
30}13) * TA | Voice of Temperence sue e E™57 | LO/}44/| 38 
' 44/38) * TASA | Time . STU LS//44 43 
44/45) * vu! Pop Stover & Gang CKce Music ET-82 | LC’) 59 | 20 
; se |20} ° TASA | Time Talk STU Ls/}89 | 25) 
68 |}30) * TA Heaven & Home Hour CE* Relig.| ET-553 Lo 14] 50 
6 ji¢|ss| * TASA | Time Talk STU LS/}16 | 00 
15 |05} * TA | Pamiliar melodies Music | ET's 1S. 29 08 
2905; * TASA | War Sonds Talk ET-7 LS/} 29 | 45 
‘ 29 |so|; * SA Time ° stu Ls//29 65 
30 |0o} * Farm News (KP) cSe * . uc/}44| 50 
44 | 55| ADR SA | Time * ° vj 45 | 00 
4505; * . Jerry & Zelda Roe Music b= Lo’; 59 | 35 
, 69 }40; * SA Scrap Drive Talk ’ 59 | 50 
so |ss; ° SA Time ° e LS’ Yoo | 00 
7 joo |o2} * SA | Alex Dreier soe . WBC cc/}14 | 45 
14} 50) °* SA | Tek Tooth Srush ‘ Jue > STU ic/h16 10 
' 15/15} * TA | Time to Shine cuce | Music| ET's | Le’}29| 40 
29 Talk s 50 
3 || “BY | | Gees Reports IPce . Y | BARS 
a [sol * sx | Tine . ° LS/}44 | 55 
O ix : Uncle Stan (Kids Pgn.) ucne Wariety| * Lo/}69 | $5 
so |s6} *° ta | Lovely Soap xyes | Talk | Et™Al | Lc4oo| 05 
8 joo |10} * Sa | Time * stu | Ls/jo} 15 
j00 | 16) ADR INA Edith Dunham Webcr Ye ? ° 14 | 35 
14/36) *° TA | Lovely Soap xyze » Ef-22 | 10/715 | 05 
1s jo7| * SA ime . ® STu is//is | 12 
a5 |is; * Bill Austin at Organ ausic | STU | LS/yeo| 25 
29 }so} * ta | Lovely Soap xyze | talk | Bas | 10430] 00 
so oi] agw | Sa . squ Ls/}30 06 
J 30 | 07 Melodiers zYxe Music Le/} 44 | 4 
4445) * Sa | Time : nd 44 | 50 
, 44; 55) * "ta | Aunt Jemima Q0e Variety ET-TS | LC’}49 | 55 
50 | 00] ADR Iowa Ramblers Music | STU Ls} 89 | 40 
} so 145; °° SA Time Talk x is/}s9 50) 
69 | 55; * TA | Buckeroos Music | E™286 | LS“}10/] 00 
, 9 110 | Os]. * TA Wonder Breed : cace Talk ET-S01 vo} 12 00 
li joi} * Buckeroos Continue Music | EBT-286 us 14] 40) 
14} 45) * SA | Tine Talk STU | -LS“}14} 50 
15 | 00} ASw Chickadcecs PHCe Wariety » Lc4) 28 | 00 
J 26 }05); ° SA Jresesribes Interlude Music ET's ts/| 29 45 
29 |50| *° SA Talk | siv -] 1s/29| 55 
30 wie vate cpce | Drama | WBC cc/| 44] 42 
aa | 42 SA | The Busterole Co. ¢ Talk | stu | Lo/ee] se 
, 45 | 03 Lone_dourn Puce | Drama | mpc | cc4}s9 
69. |59| ASW SA Tooth Brush Jue Talk STU Le 459 50 
lo 00" }01 bond of Life Pace |Drama | NBC bod 15 | 04 
Oy 5los Vic * Sade Pigs | 4 lai 
] TOTAL TIME REMARKS: 
1s OPERATION 
. 
_——— NO e~ 
Onected ty 
’ 
= 
Exuusit 4 
n which licenses all radio stations. It must be kept in accordance 
it with regulations prescribed by the Commission and is inspected 
1. regularly by a Federal Radio Inspector. This log is made out in 
n duplicate, the original retained in the control room for inspection, 
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and the copy sent to the accounting department at the conclusion 
of each day’s broadcasting with the control operator’s work sheet 
which he has checked to show that everything went on as scheduled 
or comments to the contrary. A sample portion of a radio sta- 
ion’s control room log is shown as Exhibit 4. 


Coordination of Records in the Accounting Department 


We have now given to the accounting department all the imple- 
ments needed to account for sale of time. 

The first information the accounting department has of a new 
advertiser is the copy of the advertising contract sent it by the 
advertising department. Upon receipt of this the accounting de- 
partment sets up a form of individual advertiser’s “journal” sheet 
which when completed will give a complete chronological history 
of the advertiser’s schedule over the radio station. It is from this 
“journal” sheet, shown as Exhibit 5, that the billings are made at 
the end of the month. The clerk in the advertising department at 
the end of each day makes up the commercial report for the suc- 
ceeding day and sends it to the accounting department. As stated 
before, the advertisers are listed alphabetically on the commercial 
report, and the bookkeeper in the accounting department has the 
individual advertiser’s journal sheets filed alphabetically in a loose 
leaf binder. 

Upon receipt of the commercial report from the sales department 
the bookkeeper posts this record to the advertiser’s journal sheets 
inserting only the date and the charges for that particular day. 
The morning following the completion of a day’s schedule the du- 
plicate copy of the control room log is received by the accounting 
department. The auditor or his assistant usually receives this log 
first and it is checked over for network programs. A check mark 
is first placed after the chain sustaining programs listed by the sym- 
bols CS as no report is kept or maintained by the accounting de- 
partment on this type of program. Next the chain commercial 
programs shown as CC are checked off and compared with a list 
of chain commercial programs scheduled for that particular day. 
A separate record is maintained of these chain commercial pro- 
grams as the radio stations are paid direct by the network for 
them on a rather involved percentage basis. The station sends a 
report to the network each week on chain commercial programs. 
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CENTRAL BROADCASTING COMPANY — RADIO STATION WHO 
Advertiser: XYZ Soap Co, = New York, By Y, Pn 
Charge to: A, B. C. Advertising Agency Classification of income: 418 


New York, H. Y. 


Oo Time: Mon. thru Fri. 8-6:15-8:30 AM } min. ET. 7230 PM 30 words. 


Sarging Dots: Aug. 1, 1942  xpiration Date: July 31, 1945 No. of Times Contracted for: 1,044 
> me $25.00 } min. Ef 

Time Charge: spor Basic Rate: 45.00 30 words Quantity Discount: ks 4 for £2. Times 
Talent Charge: None News Charge: None © T. Charge: None Mise. Charge: None 


Agency Camm. on Time Charge Only: 15% Miscellaneous: Quantity discounts to be allowed as earned. 
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Exuusit 5 


As the method of billing differs from the advertising sold direct 
or through agencies, and the rates are different from those shown 
on the station’s rate card, no further mention will be made of 
them other than that a complete accounting is made. 


1175 









N.A.C.A. Bulletin ‘July 15, 1944 








The “log” is then turned over to the bookkeeper. If on that 
date an entry is shown on the advertiser’s journal sheet for a 
charge, this individual finds on the log the time the program or 
announcement went on the air. That time is placed on the journal 
sheet between the date and the charge and is checked off the log 
after the LC which designates all local commercial programs and 
announcements. The time recorded is to the closest minute, On 
announcements only the starting time is recorded, but on programs 
both starting and ending time are entered. If an announcement 
is listed on the log as starting at 10:59:40 A. M., the time recorded 
on the journal sheet is 11:00 A. M., and if a program is shown 
on the log as running from 11:00:05 to 11:14:40 A.M., it is 
recorded on the journal sheet as 11:00 to 11:15 A. M. 

After the bookkeeper accounts for all LC programs, the log 
is returned to the auditor who accounts for all items not checked 
off. These should be limited to local sustaining programs marked 
as LS. If there are any exceptions or any unchecked items, he 
contacts the traffic manager relative to them and the final windup 
of the log is that an accounting is made of each second of opera- 
tion of the radio station for that day. 


Billing for Advertising Service Rendered 


Each day is a repetition of the foregoing until the end of the 
month is reached and it is time to bill for the advertising service 
rendered. The radio station sells nothing tangible to the advertiser 
so that it is necessary that the station furnish the advertiser di- 
rect, if the contract is direct with him, or through the agency, 
if the contract is through an agency, with some evidence that 
service has been rendered. This is done by furnishing an “affi- 
davit of performance,” which accompanies the invoice at the end 
of the month. This is prepared by the bookkeeper and is kept 
up to date at periodic intervals during the month. These affi- 
davits are prepared from the accounting department’s advertiser’s 
individual journal sheets and always show the dates and time of 
the programs and announcements. Frequently advertising agen- 
cies request, in addition to dates and time, the transcription num- 
ber or the programs preceding and following. If requested, this 
information is also shown on the affidavit. 

At the end of the month the bookkeeper makes up invoices. 
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4 July 15, 1944 
it 
a CENTRAL BROADCASTING COMPANY 

Owning and Operating lowa's 50,000 Watt Station WHO 
Tr Des Mowes, lowa 
il INVOICE 
g A. 8B. C. Advertising Agency 
d New York, BN. Y. 
n nik Davenport. towa__Aucust 3), 1942. 

ee SEND MEDCTTANCE TO 1002 GRADY ST OAVENPORT. lOWe 
‘ AOVERTSER =| mare eros. comm ~er 4-4 TOTAL 
— =r __| 
s s s s s s 

‘| XY2 Soap Co. + New York! 63 25.00 

21 45.00 2,520.00 
a Quantity discount earneféS 3.75 
5 21 6.75 378.00 

Ui Tazo 321.30 1,820.70 1,820.70 
4 
1 
l 
) 
EXHIBIT 6 


. A typical invoice is shown as Exhibit 6. Announcements and pro- 
grams are billed at the contract rate. Quantity discounts or short- 
rate is shown separate, if either condition exists. If an agency 
is involved, a 15 per cent agency commission is deducted to arrive 
at a net charge for sale of time. To this is then added any charges 
for talent, news, electrical transcriptions, or other miscellaneous 
charges. The result is the total charge for the month for advertis- 
ing service rendered. Where no agency is involved there is no 
deduction of 15 per cent for commission. 

The auditor then takes the loose leaf binder containing the 
advertiser’s individual journal sheets and computes the monthly 
billing thereon as shown on Exhibit 5. These are compared with 
the corresponding invoices as prepared by the bookkeeper and 
if they agree, the affidavits of performance are attached to the 
invoices and mailed to the customers. 

Inasmuch as invoices for advertising service are almost without 
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exception paid for in their entirety, the type used is one in which 
the duplicate becomes the account receivable ledger sheet after 
the income distribution has been made in the income journal. 
Upon receipt of a remittance from a customer’ the invoice is 
stamped with the date the remittance is received, removed from 
the accounts receivable ledger, and filed in the paid invoice file 
under the customer’s name. 


Conclusion 


This is probably not the ideal system for the accounting for the 
“sale of time” by radio stations but the author has used it for the 
last ten years for three classifications of radio broadcasting sta- 
tions and in all cases it has worked out very satisfactorily. There 
is a possible criticism of duplication of work between the sales 
department and the accounting department, but most radio sta- 
tions are operated as a part of some other enterprise and not as 
an independent unit. If such is the case, the operation of the radio 
station is separate and distinct from the other enterprise with the 
exception of the accounting department, which is usually combined 
with that of the other part of the business. If this is true, then 
there is no duplication of records. If the radio station is a lone 
enterprise, this system is recommended for closer internal audit 
control. 


ACCOUNTING FOR AND CONTROL OF 
RETURNABLE CONTAINERS 


Compressed and Liquefied Gas Industry 


By William James Taylor, Office Manager, 
Virginia Smelting Co., West Norfolk, Va. 


A MAJOR problem in the compressed and liquefied gas in- 

dustry is that of returnable containers. Containers in 
this industry are pressure vessels used in transporting the 
product between manufacturer and customer. As with all 
returnable containers, certain customers are slow in return- 
ing, and others never return the container, either through neg- 
lect, oversight, or because they are under the impression their 
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purchase included the container. Whatever the reason, be it 
‘ter slow return or nonreturn, the manufacturer is forced to in- 
ial. crease his inventory of containers to protect the adequate dis- 

1S tribution of his product. This practice results in an excessive 
om container inventory on the part of the manufacturer, and 
file unnecessary capital tied up on the part of both customer and rid 
manufacturer. 

It is an accepted rule of industrial operation that unwarranted 
high inventories of any kind are no longer a sign of good man- 
agement, but, on the contrary, indicate the lack of it. Often an 
excessive inventory and the high costs involved in such an inven- 
tory have proved to be the factors most seriously affecting the 
very existence of a company. Therefore, a control system that 
will adequately accelerate container turnover, and control inven- 
tory limits, is absolutely necessary in any compressed gas industry. 
The savings effected are far reaching and can only be appreciated 
by a firm having such a policy. 

The Virginia Smelting Company, located at West Norfolk, 
Virginia, is a manufacturer and national distributor of compressed 
and liquefied gases used in the refrigeration trade and for com- 
mercial purposes. To maintain adequate distribution, and to as- 
sure prompt delivery, warehouse stocks of its product are located 
at strategic geographical points; this creates an intermediate han- 
dling requiring definite control to prevent excessive container 
inventories and slow container turnover. The system described 
in this article was built up through practical application and has 
) proven itself to be beneficial in all respects. 

































it 


Industry Terms Defined 


For those who are not acquainted with the terms and policies 
of the liquefied and compressed gas industry, definitions of the 
. terms used are as follows: 


; Container—Pressure containers, as used by the compressed 
and liquefied gas industry, range in capacity size from 344# drum n 
| ' up to drums carrying one ton. These containers are equipped 
: with a valve for the entering of the product into the container 
and also for the extraction of the product. The valve is protected 
by a cap known as a bonnet. Because expansion and contraction 
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of liquefied gases is affected by heat, fuse plugs, fusible at certain 
temperatures, are used as a protection against explosions. 


Container Serial Number—Containers are serially numbered by 
the container manufacturer in accordance with numerical sched- 
ules established and used by the Virginia Smelting Company. An 
alphabetic letter is allocated to each container size, with the ex- 
ception of the 150# and ton drum sizes, and is used as a prefix 
to the numeral.. This: prefix is used to eliminate any confusion in 
overlapping of container number groups, and as an immediate 
means of identifying container size and value. 


Container Record Book—The container record books are loose- 
leaf, four-ring binders, in which all containers in the Company’s 
service are entered by size and in consecutive numerical order. 
These entries were made at the inauguration of the system. The 
serial numbers of new container equipment received from the 
manufacturer are posted in the appropriate container record book 
after being carefully checked through the plant receiving depart- 
ment. 


Codes Used in Container Record Book—Because of the limited 
space available for recordings in the container record book, codes 
are used as follows: 


1—Green ink entries—Container movements through stocks. 
2—Black ink entries—Container outward movements direct 
to customers. 
3—Red ink entries—Container inward movements—West 
Norfolk handling. 
1a—Invoice date, stock and invoice numbers—Shipment from 
W/N to stock. 
1b—Invoice date, customer and invoice numbers—Shipment 
from stock to customer. 
2b—Invoice date, customer and invoice number—Shipment 
from W/N direct to customer. 
1d—A dash—Container received empty at stocks. 
3e—An “X”-—Container received at West Norfolk. 
3f—Return notice number—Movement completed. 


Stock Number—At certain points throughout the United States 


we have warehouse stocks from which shipments are made; each’ 
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stock is assigned a hyphenated number, the first digits being the 
same number as used to identify the general ledger inventory ac- 
count and the last digits in the number identify the stock, for ex- 
ample, 52-101. 

Customer Number—Each customer is assigned a number which 
identifies that customer throughout all accounting and sales records. 
Each letter of the alphabet is assigned sufficient numbers in the 
series to allow for insertion of the names of new customers in al- 
phabetic numerical order. This index is the controlling factor in 
all departments affected by customer numbers. 

Invoice Number—All invoices are numbered consecutively by 
the invoicing department. 

Return Notice—There are two types of return notices: 


1. West Norfolk Return Notices—A form for the validation 
and clearance of credit to the customer and deposit refund 
for containers returned from customer direct to plant. 

2. Stock Return Notices—A form which is issued in part by 
the stock and then sent to West Norfolk for the valida- 
tion and clearance of credit to the customer and deposit 
refund. A copy of this document is sent to the customer 
by the stock to acknowledge receipt of the containers and 
authenticated credit follows from West Norfolk. 


Return notices are made up in sets with preinserted carbons and 
are numbered in consecutive numerical order by the container rec- 
ords department, a series of numbers being assigned to each type 
of return. 

Tabulating Equipment—Our equipment consists of key punch 
machines, a sorter, and tabulator. 

Punch Card—A card consisting of a series of figures with the 
capacity of 80 single columns. Recording is done by perforating 
holes, the significance of which depends upon their precise posi- 
tion on the card. The holes are punched by means of a key punch 
machine which is alphabetical and numerical. 

Deposits—A charge is made the customer, equalling the value 
of the container with all accessories, which is refundable to the 
customer in full if the container is returned in good condition 
within a stated period after date of invoice. 
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Statement of Container Account—An analysis of the customer’s 
container inventory outstanding at the end of a definite period. 


All pressure containers must carry a serial number and test date 
and be recorded and approved by the Bureau of Explosives, Inter- 
state Commerce Commission. Each container must be hydrostat- 
ically tested at least once every five years. Containers are loaned 
to the customer either on a deposit basis with refund of deposit 
upon the return of the container to the parent company within the 
stipulated period, or on a rental plan of so much free time and a 
demurrage charge for all time in excess of the free period. These 
factors also necessitate a complete and effective control of each 
container. 


Historical Background 


Previous to 1936 the Virginia Smelting Company had a system 
which consisted of a card for each individual container on which 
was entered the container size, container number, date shipped, 
and customer number, and (upon the return of the container) the 
date returned. These cards were filed in consecutive order by con- 
tainer sizes and container number. The system was not flexible 
in that it was impossible to find in a reasonable length of time the 
inventory of containers in any one customer account or in any one 
sales territory. We then had 24,000 containers, and as each con- 
tainer was represented by an individual card, the system was cum- 
bersome, required considerable filing space, and the use of fireproof 
cabinets. It was necessary for the person marking up the ship- 
ments on these cards to move from one cabinet to another, resulting 
in fatigue to the employee. Because of fatigue, and sometimes be- 
cause of inexperienced clerical help, cards were misplaced and 
often lost. These factors made the company realize that an im- 
provement in the system had to be made. 


Representatives of the Virginia Smelting Company visited other 
manufacturers in this industry to see how they handled the prob- 
lem; from these investigations it was found that none had a sys- 
tem that was completely flexible in all respects. Finally, as a first 
step, we adopted a container record book which still is the con- 


trolling factor in our present system. 
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The Plan Developed 


The container record book controls the entire movement of the 
container, It is also of benefit because it gives a complete case his- 
tory of the individual container and its movements over a period of 
time. It is also used for accumulation of data such as shipments to 
stocks, defective equipment, material returned for credit or other 
causes. This container record book was a decided step forward 
for it eliminated cumbersome files, and the inconvenience and 
trouble caused by misplaced cards, but it was not the answer to 
the complete problem. There was no complete tie-in with the gen- 
eral ledger control account, as no values were carried, and it was 
impossible quickly to inventory containers in any particular cus- 
tomer account or any sales territory. This phase of the analysis 
is absolutely necessary in order to expedite container turnover, and 
as a means to accomplish this we resorted to the use of the tabu- 
lating machines which provide the following basic information : 


1. Container inventory at the plant 
2. Containers in stocks 
3. Containers in customers’ possession 


Inasmuch as these three classifications cover all of our container 
equipment, the aggregate dollar value of all container cards checks 
with the general ledger account. Because each card is punched 
with all the pertinent data shown on the invoice we are also able 
to make any supplemental analysis, either by product or size of 
container as to customer or sales area, which can be used benefi- 
cially for any further analysis that may be deemed necessary at 
the time. 

It may be argued that the two systems parallel one another and 
create unnecessary duplication. This is true to the extent of dupli- 
cating the container, customer, and invoice numbers ; this duplica- 
tion is necessary because jointly the two records have functions 
that cannot be obtained from either individually. 


Purposes Served 
The container record book is necessary for the following pur- 
poses : 
1. An index by container size and in consecutive order by 
container number. As each entry carries the customer 
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number to whom the container was originally shipped, 
the book is a cross reference to the customer account. For 
many reasons containers are received at the plant without 
proper covering information ; identification cards are lost, 
bills of lading are delayed, the container may be returned 
by someone other than the purchaser, etc. The only means 
of identification left is the number stenciled on the con- 
tainer which, when compared with the corresponding 
number in the container record book, gives the customer 
number to whom the container was shipped on the 
original outward movement. 


. It provides a running history of the individual container 


movement. 

It eliminates incorrect entries because additional move- 
ment of a container cannot be recorded until the cycle of 
the previous movement has been completed in the book. 
It is a permanent record that can be relied upon to fur- 
nish information for the replacement of the lost or mis- 
placed cards should this occur. 


The tabulating cards produce the information, either in values 
or items, which is needed currently and within definite time limits: 


I, 


To provide a general tie-in of container equipment with 
the general ledger control account. 

To furnish the customer at definite periods with a state- 
ment showing the containers charged to and outstanding 
in this account as of that date. 

To make easy the gauging of the quantity of containers 
required for any given sales territory. By a tabulation 
of the containers presently in use in a sales territory, and 
adding thereto any back orders, the result will be the con- 
tainer capacity necessary for that sales territory. 

To give a compact system requiring a minimum of space 
for operation. (The tabulation of containers is only one 
of the many tabulations made on the equipment.) In our 
container inventory account we now have 48,000 contain- 
ers, each container being represented by a punch card. 
These are filed in six steel drawers, 27” long x 15” wide 
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x 3%” deep. There are two trays to each drawer, with a 
capacity of 4,000 cards per tray. 


There are three distinct inventory records which must be kept . 
to properly control container movement. These are: 


a. Containers on hand at the plant, 
b. Containers on hand at the stocks, and 
c. Containers in customers’ possession. 


A separate card is punched for each container and when accumu- 
lated in total reflect the status of the respective inventory. These 
* records are kept exclusively on the tabulating equipment. 

Plant container inventory consists of a card punched with the 
following information : container number, container size, and value. 
These cards are filed by size and in consecutive order by container 
number. 


Handling the Customer's Order 


All documents affecting shipments and invoicing are made on a 
direct process duplicator. The carbon is inserted in the typewriter 
so that the dye is transferred to the back of the master copy. The 
regular typewriter ribbon is used in typing on the front of the 
master, thereby making a permanent record. 

When a customer’s order is received, the orders and shipping 
department prepares a master and two standard carbons showing 
all the details as specified by the customer, namely : 


a. Customer’s order number, _e. Customer’s number, 

b. Date of requested shipment, f. Plant order number, 

c. Territory number, g. Product to be shipped, and 

d. Customer’s name and address, h. Number of pounds of product. 


The master is retained by orders and shipping department and 
the two carbon copies are sent to the plant as authorization for 
shipment. Upor filling the order, the plant shipping clerk enters 
in the body of the plant order the number of pounds and the num- 
bers of the containers shipped. He retains one copy for his files 
and the other is sent back to the orders and shipping department. 
The returned plant order is then matched up with the master and 
is sent to the invoicing department where the added information 
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on the plant order is transferred to the master invoice. The re- 
quired number of invoices needed for the customer’s use and for 
distribution purposes are then made by the invoicing department, 
one copy of which is sent to the tabulating department and an- 
other copy to the container records department for entry into their 
record and thence to the permanent file. 

For convenience of office and customer handling, containers are 
grouped as to size, and the container numbers, under each size, are 
stated in numerical order on the invoice. Shipments to stocks fol- 
low the same routine as that above for customers. 

In the following discussion of container accounting the refer- 
ences are to the container record book shown as Exhibit 1 on page 
1187. Each of the entries from a through i illustrate a different 
transaction or series of transactions. Thus entry a records the 
outward movement of container S 410 to stocks, entry 5 records 
its further movement from stocks to a customer, entry ¢ its re- 
turn empty to stocks, etc. The references in parenthesis refer to 
the code previously discussed. 


Outward Movement to Stocks 


This is recorded by posting the detail (taken from the invoice) 
to the container record book, in green ink (Code 1a) the following: 
invoice date, stock number, and invoice number (see entry a). 

The container punch cards bearing the corresponding serial num- 
bers to those shown on the invoice are pulled from the plant con- 
tainer inventory file and transferred to the stock inventory file 
under the appropriate stock number. No additional information is 
put on the cards at this time. 


Stock Outward Movement to Customers 


In recording the movement from stocks, the stock makes a ship- 
ping notice which is forwarded to our plant at West Norfolk 
where all billings are made. The shipping notice is the source of 
information for the issuance of the invoice which is then made 
and used to credit the stock involved and to charge the customer. 

From this document an additional entry is made to the container 
record book in black ink (Code 1b) and is recorded as follows: 
invoice date, customer number, and invoice number (see entry b). 

The container punch card bearing the corresponding serial num- 


1186 









* 
& 





. 

















N.A.C.A. Bulletin July 15, 1944 








bers to those shown on the invoice are pulled from the stock (under 
which they were filed), and the following additional information 
is then punched in: invoice date, invoice number, customer number, 
territory, and product number. These cards are then held to be 
combined with the cards for shipments made from plant direct to 
customer so that an accumulative total can be obtained for the daily 
sales as explained below. 


Plant Outward Movement Direct to Customers 


The container record clerk notes from her copy of the invoice 
the sizes of the containers shipped. Starting with the first size 
reported she enters, in the container record book, the outward 
movement opposite the corresponding container number for that 
particular size container. This entry is made with black ink (Code 
2b) to show: invoice date, customer number, and invoice number 
(see entry f). 

The container punch card bearing the corresponding serial num- 
bers to those shown on the invoice are pulled from the plant con- 
tainer inventory file and the following additional information is 
then punched in: invoice date, invoice number, customer number, 
territory, and product number. 

After the day’s sales are punched on cards, the cards are listed 
through the tabulator as follows: 


a. Container number e. Customer number 
b. Container size f. Product number 
c. Invoice date g. Container value 


d. Invoice number 


from which we get the total value of containers by invoice number 
and accumulate a total for all cards. The accumulated total must 
check with the adding machine total of the invoices. The list is 
then checked against the invoices for correct punching. After 
checking, the cards are sorted into numerical order on the sorting 
machine by container number, size, and customer number and 
hand-filed under the respective customer number. 


Return Notices 


Containers are returned to West Norfolk from two sources— 
stocks and customers. 
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To completely control the containers emanating from these two 
sources, three separate binders are maintained : 


Stock return notice binder—To set up in stock inventory 
containers returned by customers to stock. 

Stock clearance return binder—To clear stocks of containers 
set up by number one above when they are returned by 
stock and received by the home plant. 

West Norfolk return notice binder—For containers returned 
by customers direct to our plant. 


Each of the above classifications carry a separate series of return 
notice numbers. 
Inward Movement from Customer to Stock 


Upon receipt of a container at stock, full or empty, a stock re- 
turn notice is made by the stock showing the following: 


a. Date received at stock e. Total empty containers returned 
b. Location of stock f. Name and address of customer 
c. Number of the stock g. Container numbers 

d. Name of stock h. Container sizes 


A copy of the above stock return notice is sent to the customer 
by the stock to acknowledge their receipt of the containers, a copy 
is kept at the stock, and the balance of the set with carbon intact 
is sent to West Norfolk. 

The stock return notice, when received by this department, is 
given the next number in consecutive order for this type of return. 
The following information is then added: customer number, in- 
voice number, and value. 

The dash (Code 1d) is then recorded opposite the outward 
movement shown in the book (see entry ¢). This is put by all 
container numbers shown on the return. A copy of this stock re- 
turn notice is put in a suspense file until the containers are actu- 
ally received at West Norfolk and the balance of the set of the 
stock return notice is then sent to the tabulating department. 

When the stock return notice set is received by this department, 
the punch cards corresponding to the container serial numbers 
listed thereon are taken from the proper customer file as indicated 
by the customer number shown on the return notice. The infor- 
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mation on the punched card is checked with the return notice for 
correctness. (This is a double check.) The set is then sent to the 
bookkeeper who fills in credit and refund information and dis- 
tributes copies. Upon receipt of the copy of the completed stock 
return notice, the tabulating department punches in the cards 
(which have been kept in the same order as when taken from the 
files) the stock return notice number and stock return notice date. 

After all cards have been punched, a detail is made through the 
tabulator as follows: container number, size, invoice date, return 
notice number and date, and container value. 

Totals by stock return notices and an accumulative total, which 
is checked against the adding machine tape of all stock return 
notices for the day, eliminate all possibilities of errors. The tabu- 
lator listing is then checked against the stock return notices. After 
checking, the cards are then filed under customer number in the 
inactive file which is used to reconstruct, whenever necessary, total 
container movement to customer and the disposition of such con- 
tainers, At the same time a new card is punched with the follow- 
ing information: container number, container size, and value, and 
filed in the “empty container” stock inventory file until the con- 
tainer is received at West Norfolk. 


Handling of Containers Returned to West Norfolk 


When the containers are returned to West Norfolk, whether by 
stocks or from customers direct, they are received by the plant 
receiving department and a card is made for each individual con- 
tainer showing container number, size, and date received. When 
all incoming containers are checked in, all cards are sent to the 
general office, container records department. The routine for this 
department is as follows: 

1. Check each container card with the corresponding con- 
tainer number in the container record book to obtain cus- 
tomer number or stock number to whom shipped. 

2. A red “X” (Code 3e) is put by all container numbers op- 
posite the outward movement in the container record 
book to show they have been received at West Norfolk 
(entries d and g). 

3. The customer or stock number, as shown in the container 
record book, is transcribed to the container card. 
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4. All cards are sorted into groups by customer number and 
stock number. 

5. Container card groups are matched against the incoming 
bills of lading and freight bills received from point of 
shipment. If shipping documents show container num- 
bers, the receiving cards are checked against them for 
any discrepancies. 


Inward Movement from Stock to Plant 


As previously stated, copies of all stock return notices are filed 
by stock number in a suspense file until the containers are returned 
by the stock to West Norfolk. After the routine handling has been 
completed, the cards bearing stock numbers are checked with the 
copy of the stock return notices in suspense file for that stock. If 
all the containers on a suspense return notice have been returned, 
this return notice is given the next number in the series for stock 
clearance return notices. This number is entered to the return op- 
posite West Norfolk return number. In the event that all contain- 
ers shown on the return notice are not received at the plant, such 
containers are marked accordingly on the file copy and another 
return is made for the suspense file to cover the short items thus 
permitting clearance of the original file dacument. 

The container record clerk records the number of the stock 
clearance return notice (Code 3f) in the container record book 
under Codes 1d and 3e, the green dash and red “X”, (thus show- 
ing container was returned by customer to stock, stock to plant, 
and the number of the stock clearance return notice). (See entry 
e.) These return notices are then sent to the tabulating department 
where they are filed in consecutive order in the first binder. 

When the tabulating department receives the copy of the stock 
return notice bearing the second number which means containers 
have actually been received by our plant, the punch cards for these 
containers are pulled from the “empty container” stock inventory 
file and put in plant inventory file. The card is now ready for the 
next outgoing movement. 


Inward Movement from Customer to Plant 


The routine handling of containers received at the plant having 
been completed, and all details found in order, a West Norfolk 
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return notice showing the following details is made for those con- 
tainers returned by customers direct to plant : 


a. Date of return f. Container sizes 

b. Return notice number g. Invoice number 

c. Customer number h. Value 

d. Aggregate dollar value of return i. Total number of con- 
e. Container numbers tainers returned. 


The original of this document is sent to the customer to be used 
as a credit in his account, or if he prefers, with check attached to 
cover the refund. 

Upon completion of the above information by this department, 
the return notice number (Code 3f) is entered in red to the right 
of the outward movement as shown in the container record book 
under the red “X” (Code 3e) for each container as shown on the 
return notice (see entry h). This, so far as the container record 
department is concerned, closes the round-trip movement. The 
return notice is sent intact to the tabulating department. 

When the return notice set is received by this department, the 
punch cards corresponding to the container serial numbers listed 
thereon are pulled and checked the same as for stock return notices. 
After checking, the set is sent to the bookkeeper who fills in credit 
and refund information and distributes copies. Upon receipt of 
the copy of the completed return notice, the tabulating department 
punches on the cards the return notice number and the return 
notice date. 

A detail is then made through the tabulator and checked in the 
same way as for stock return notices. After checking, the cards 
are filed under customer number in the inactive file. Inasmuch as 
a card is good for only one round trip, a new card is now punched 
showing: container number, container size, and value, and filed in 
the “empty container” plant inventory file in readiness for the next 
outgoing movement. 


Statement of Container Account 


We have found it very beneficial to provide the customer with 
a complete detail of his container account. This statement is issued 
quarterly, or whenever deemed necessary, and provides the cus- 
tomer with the following information : 
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a. Product number e. Container sizes 

b. Invoice date f. Value 

c. Invoice number g. Total value 

d. Container numbers h. A total number of containers 
by size. 


This statement is of the utmost importance for various purposes. 
It has proven to be beneficial in the expediting of container return 
in that it shows the customer exactly what containers are overdue 
on their return and keeps before him his investment in non- 
productive equipment. 

We might add that previous to the use of the tabulating ma- 
chines attempts were made to tabulate container inventory in cus- 
tomers’ possession by analyzing the invoices rendered less the re- 
turns made by customers, as reflected in the accounts receivable 
section, This method took four stenographers five to six weeks to 
compile all of the statements, and by the time the statements were 
issued, container movements were such that the statements were 
antiquated and were of practically no value. By using the 
tabulating equipment we are able to issue all the statements and get 
a complete tie-in with the general ledger control account within 
twelve hours after the close of any period. This means that we 
can now mail any container statements simultaneously with the 
regular monthly statement of account. 

In closing we would like to point out that there is a feeling 
among some manufacturers that the procedures necessary to record 
the movement of containers is too top-heavy for the industry to 
carry, and as a possible solution, no recording should be made of 
either the outward or inward movement, but upon the payment of 
deposits, containers would be considered sold to the customer, and 
no matter who return it, they would be eligible to receive the re- 
fund for such return. This policy has definite advantages in the 
elimination of excessive clerical work, but on the other hand it 
eliminates entirely all control of contairier inventories. Should 
customers withhold containers unduely long, the manufacturer 
would find he was short of container equipment and this would 
force him to purchase additional equipment in order to maintain 
distribution. Later, customers would return containers which 
would result in the manufacturer having an excess inventory over 
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and above his needs. It might be argued that the manufacturer 
could advise the customer of the total number of containers in the 
customer’s possession, and that this was in excess of sales tequire- 
ments. We have found, from experience, that when such a state- 
ment is made to a customer, he invariably comes back and asks for 
specific information as to the numbers of the containers as he can 
find only a small quantity of those supposed to be in his possession, 
and upon further detailed information, he will be pleased to locate 
the containers and return them. 
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